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Office. Memorandum - vNITED STATES GOVERNMENT

TO  : Chief, Intelligence School © DATE: 20 May 1958 -
FROM : Chief » Operations Support Faculty

SUBJECT:  Yjeekly Report No. 20, 13 May - 20 May 1958

2. A conference was held with| | TSS Training Officer,
to discuss certain changes | lgiven
by TSS. This lecture was subsequently presented with the suggested changes
and it is felt that it was more effective. | |]is having the TSS

chart redone incorporating recent organizational edjustments. This will
be used in the presentation of DDP on 26 May.

l |is very anxious to participate in any training that is
set up for Chiefs of Station. His feeling is that this would take care of
the briefing usually required prior to their departure overseas.

2 ﬂ -l'amf-g&%h 00400020094-5

25

25
25

25




CONFIDERTIAL
Approved For Rse 2004/05/058 i $0-00594A4400020094-5

Page two - Weekly Report No. 20

25X1 3. |PP Training Officer, telephoned to inquire about
the possIbIIity of setting up a course for approximately 35 clerical members
of the PP Staff similar to the one we had run previously for PP personnel.
She requested coverage on General Correspondence, Dispatches and Cables.

25X | |was advised that if our schedule permitted, we would give this
instruction and asked that she formalize her request through the Registrar.

25X1 | was also informed that the subject of General Correspondence

25X1 would be handled by | |staff.

25X |stated that her purpose in requesting this special
session is that she would like the personnel to have this instruction to

"Help tide them over until they all can take Administrative Procedures."

25X 1 L, of the Management Staff called to say that he

was conducting & survey for the DCI of the lecture coverage on Cables

given by the Office of Training. He was advised that on 1k March we drew

up an extensive report for the DCI which went out with Mr. Baird's signature.
25X 1 requested a copy of this memorandum and, after checking with

a copy was given to him. We also furnished | [with

six months? statistics on the organizational components represented in
Administrative Procedures, Operations Support and the various Refresher
courses.

5. Last week we reported that the running of an Administrative Procedures
course for clerical support personnel | would take place from 9
through 20 June. Since that time,| |advised that]
had telephoned and requested that the dates be adjusted to 18 June through
28 June. It was determined that these dates were equally compatible with
our commitments here and a new schedule was accordingly drawn up and submitted.

6. In view of the widespread revisions in the format for operstional
25X1 dispatches, | lconsulted with| | Assistant to
the DDP Records Policy Officer, to ensure that our new sample problems
conformed in every way with the most recent rules.

%fﬁﬁ% To | larranged, through the Office of Logistics, for a demon-

stration of a Leitz slide projector in the R & S Auditorium for the IOC
Faculty. The demonstration proved to be successful and it was determined
that the projector will be purchased.
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8. | | came in to check with[ ] regarding his 25X
projected assignment in this office. His duties were discussed in detail,

schedules reviewed, and arrangements have been made, through | |

for | | to report to this office on 11 June. will %g
remain until the end of Operations Support #32., ( ]4!’“ -5
9. Budget & Finance Procedures #9 commenced on 19 May.
10. :llectured at Operations Familiarization on Wednesday,
and attended the Finance Division Staff Meeting on Fridsy.
11, :lreturned from military leave on Tuesday, 20 May.
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